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TALENT MANAGEMENT

QUICK REFERENCE GUIDE - MANAGER
HOW TO SUBMIT THE APPRAISAL TO EMPLOYEE FOR ACKNOWLEDGEMENT

If Upline Manager Approves Appraisal

1. Once the Upline Manager Reviews and Approves the appraisal, you will receive an email stating
that the appraisal has been approved.

Response Required »

| agree with rating and cumments.|

Coc T cone

2. Schedule a meeting with your employee to discuss the appraisal. Prior to the meeting, log into
to MAP and print the Consolidated Appraisal and provide it to your employee.

M Manager

Home My Staff Review Performance Take Motes Find Talent Inbasket

TRAIN NINE- Performance Appraisal: New Appraisal Form - Supervisor

TRAIN NINE - TSTPOS9
Performance Review Period:: 71/2015 - G30/2016
Flease Complete By:: 7I31/2016
werall Rating: Meets Expectations
Estimated % Complete::

Appraisal Owner. 4 TRAIN FOUR

Competencies & Standards | Attachments | Take r\oleelf Appraisal |Historical Appraisals

After the appraisal meeting with your employee is completed, log into MAP.
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4. On the left portion of the screen, click on the appropriate employee under My Staff.

M Manager

Home My Staff Review Performance Take Notes Find Talent Inbasket

My Staff RN
E CJ 4 Active Historical ~ Errors

Search Q

NINE TRAIN Appraisal Due Date

H TEST POSITION @ New Appraisal Form - Supervisor 7131/2016

5. Double-click on the employee’s appraisal to the right.

My Staff AFtaill:]
] ¢ o Active Historical

Search Q
NINE. TRAIN Appraisal Due Date Status Appraisal Owner  Overall Rating Meetin_. &,
TEST POSITION 9 New Appraisal Form - Supen, 7/31/2016 Submitted For Acknowledg FOUR, TRAIN Meets Expectations
_9 New Appraisal Form - Supen 1/31/2016 Finalized FOUR, TRAIN Meets Expectations

6. Click Submit to Employee.

M Manager

Home My Staff Review Performance Take Motes Find Talent Inbasket

TRAIN NINE- Performance Appraisal: New Appraisal Form - Supervisor
Revert To In Progress ~ Motify Resource  Update Overall Ratin_ Submit To Employee

TRAIN NINE - TSTPOS9
ew Period:: 712015 - 63012016

Performance Re

73112016
0. Meets Expectations

:
r. 4 TRAIN FOUR

To make changes to a finalized appraisal, click Revert To In Progress. To send the appraizal to the upline manager for acknowledgment, click Submit to Upline Manager.

Competencies & Standards |At:a-:"|Ten:3 |Talze Motes |Ca"sclcla:ac Appraisal | Self Appraisal |I—istcrical Appraisals

7. Explain to your employee that he/she must log into MAP and acknowledge the appraisal.

8. Once the employee acknowledges the appraisal, the appraisal process is complete and no
further action is required. You will receive an email once the employee acknowledges the

appraisal.

NOTE: The MAP process is now completed and the appraisal will now appear in the
Historical tab. You can still review the consolidated appraisal from there.
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If the Upline Manager Rejects Appraisal

1. Ifthe Upline Manager Reviews and Rejects the appraisal, you will receive an email stating the
appraisal has been rejected and an explanation on why the appraisal was rejected.

Response Required

A rfimm Cormnant
ACTON L-omiment

| disagree with appraisal as submitied, please provide
additional information to justify the ratingj

x

3 EX

2. Loginto MAP.

3. On the left portion of the screen, click on the appropriate employee under My Staff.

ﬁ Manager

Home My Staff Review Performance Take Motes Find Talent Inbasket
Al Active
g < 4 Active Historical — Errors
Search Q
N'NE, TRAIN Appraisal Due Date
TEST POSITION 9 MNew Appraisal Form - Supervisor Ti312016

4. Double-click on the employee’s appraisal to the right.

Finalized Historical Errors

Save  Start Appraisal
Appraisal Due Date Status Appraisal Owner
MNew Appraisal Form - Non Supervi 7/31/2016 Draft FOUR, TRAIN
MNew Appraisal Form - Supervisor  7/31/2016 In Progress FOUR, TRAIN

Period... Estimated %... &

6/30/2016

Period...
7/1/2015

7/1/2015  6/30/2016
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5. Make the necessary changes to the appraisal, and then click Finalize.

TRAIN NINE- Performance Appraisal: New Appraisal Form - Supervisor

Continue Appraisal MNotify Resource  Update Overall Rating

TRAIN NINE - TSTPOS9
Performance Review Penod:: 7/1/2015

Please Complete By:: 7/31/2016

Estimated % Complete:: JRISVE

6. Click Submit To Upline Manager.

TRAIN NINE- Performance Appraisal: New Appraisal Form - Supervisor

Revert To In Progress  Notify Resource  Update Overall Rating@mit To Upline M@

TRAIN NINE - TSTPOS9
Performance Review Period:: 7/1/2015 - B/30/2016

Please Complete By:: 7/31/2016

Overall Rating:: Meets Expectations

Estimated % Complete: [l VE

Appraisal Owner: 4 TRAIN FOUR

7. At this time, your Upline Manager must approve or reject appraisal again.
a. If Upline Manager Approves, start at the beginning of this training guide.

b. If Upline Manager Rejects again, repeat these steps until the appraisal is approved by
Upline Manager.

8. To log out of MAP, click the Arrow next to your name in the upper right hand corner and then
select Sign Out.

(1)
V, TRAIN EIGHT (TRAINS

If you have any questions regarding MAP, please contact your Human Resources Department.
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